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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Teresa Chaney 
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: Andrea Riley
	personnel date: 06/07/2007
	PERCENT OF TIME: 













45%










20%
	activity: POSITION SUMMARY
Under supervision of the Chief of Graphic Services and the lead of the Associate Governmental Program Analyst, the incumbent is responsible for providing analytical support to the Public Affairs Office and the Graphic Services Branch.  Responsible for providing a wide variety of analytical and administrative services for the Office; consult with and advise management on a wide variety of subject-matter areas; and serve as an information source to the Office Assistant regarding training and travel documents and procedures.

ESSENTIAL FUNCTIONS
This position requires the incumbent to maintain the confidence and cooperation of others, maintain consistent and regular attendance, communicate effectively both orally and in writing, take independent action, work independently or as part of a team, depending on the situation, use good judgment, tact, and maintain confidentiality.  The specific essential duties are:

SERVICE CONTRACTS
Develop a wide range of service contracts for the Graphic Services Branch to support such needs as exhibit design and fabrication; commercial design; aerial photography; photographic printing and processing; digital output services; music licensing; video editing, production personnel, rental equipment, and maintenance; among other services.  Schedule yearly advertising of vendor contracts and initiates advertisements.  Coordinate pre-bid conferences.  Act as a liaison with potential bidders regarding bid specifications, qualifications, and requirements and justifications.  Administer contracts through the approval process including preparation of bidder response letters, multi-year and contract value justifications letters, and bid specification clarification.  With the Branch Chief and lead AGPA, evaluate and award contracts.

BUDGET ASSIGNMENTS
Participate in Budget Office assignments by providing analysis of budget and expenditure data.  Input Branches budget to the SAP system and review reports and budget detail for accuracy.  Prepare reports and consult with departmental management, employees and others to provide information and make recommendations. Assist Program Managers to monitor program budgets and expenditures.  Process all capital equipment reporting requirements to Budget Office, from initial to final approval process and documentation. Create and update annual capital equipment plan for Branch, track approved/purchased equipment.  Create Capital equipment expenditure reports.  
	classification: Staff Services Analyst 
	appointee: VACANT
	dwr position number: 0420-5157002
	sap personnel no: 
	sap position number: 50000478
	division: Public Affairs Office/Graphic Services Branch 
	mcr: 1
	percent2: 
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	activity2: Make recommendations regarding expenditures. Make decisions on financial transactions.  Maintain funding strips for multi-year contracts.  Work with the Contracts Office and Budget Office to prepare yearly funding strips for multi-year contracts. Monitor yearly contract expenditures, verify balances, and maintain updated information in database. Prepare correspondence.

PROCUREMENT ADVISOR
Coordinate with staff and vendors and process in SAP all branch commodity requisitions, including capital equipment and Information Technology requests.  Manage the purchases of Information Technology and commodities for Graphic Services Branch.  Analyze requests to determine 
compliance with DTS, Department and State procurement procedures, and rules and regulations.  Determine approvals required and best purchasing method.  Review technical manuals, interview technical experts and end users to assess needs and product specifications.  Research, analyze and summarize technical information.  Evaluate options and alternatives, present recommendations to end users.  Evaluate complex quotes and product breakdowns to determine compliance with specifications and determine comparable products.  Write justifications and exemptions for non- standard equipment such as non-linear editing stations, and video equipment.  Act in an oversight and advisory capacity to identify and monitor funding sources for purchases, ensure appropriateness of purchase and correct means of purchase.  Monitor expenditures and advise management of potential problems, working to find the appropriate solution.  Work with vendors and technical staff evaluating comparable products or substitutions to obtain the best value for the State.  Maintain records of service agreement terms and payment. Keep staff informed of changes in procurement methods and policies. 

Coordinate/process all Division printing requisitions, amend requisitions and purchase orders.  Maintain records of printing procurement, services and delivery for PAO publications.  

Requisition service contracts in SAP.  Cal-card Administrator for branch's eight Cal-cards, maintain history of compliance, submit complete and accurate paperwork to Cal-card office, complete data entry into SAP.

Research, analyze, prepare reports and develop recommendations for Assistant Director of Public Affairs on department's outreach and graphics/visual presentation projects to ensure departmental compliance with statutory requirement to develop environmental education principles for elementary and secondary education (Chapter 665, Statutes of 2003).  Collect and analyze information on current outreach programs, develop recommendations for new initiatives.  Coordinate work activities with staff from other Resources Agency boards and departments, Cal EPA and Department of Education, in addition to external stakeholders to meet the Department’s statutory responsibilities.  Prepare reports for Resources Agency and departmental management on key project milestones.  

DEPARTMENT SERVICE AUTHORIZATIONS (DSA)
Manage and develop DSA's for the Graphic Services Branch.  Determine when DSAs versus contracts are most appropriate.  Develop the scope of work and bid requirements and monitor DSA to insure program needs are met.  Work with the Contracts Office to ensure compliance with State and Departmental procedures.  Administer DSA's through the approval process.  Verify and research accurate DSA vendor balances.  Act as liaison with service vendors regarding terms, conditions, and payment.

Other related duties as required.




	percent 3: 
	activity3: SPECIAL REQUIREMENTS
Must be able to make sound decisions, analyze data and present ideas and information effectively.  Position requires knowledge of several computer programs including the Department’s SAP system, MS Word, Excel, Powerpoint, and Filemaker Pro.


	supervisor name: 
	employee name: 


